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How to Self-Register into the USAJOBS Recruitment System 
 
STEP ACTION 

1 Bring up your browser and enter the following URL: 
 
http://www.usajobs.gov/
 

2 You will see the following logon page. 
 

 
From this screen you have the ability to browse jobs, create a resume, access 
information on employers, and much more. 
 
Click on the link “MYUSAJOBS” to create your account in the system. 
 
 

http://www.usajobs.gov/
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3 STEP 1 OF 2: You will be taken to the Become a My USAJOBS member 
screen illustrated below. 
 

 
 

4  
a. To register with USAJOBS click the “create your account now” link 

illustrated in Step Action 5b.   
b. If you have already registered with USAJOBS you will be able to access 

your account directly by entering your username and password in the 
black and red box to the right of this screen. 

c. If you forgot your username and password click the “Did you forget your 
Username and Password” link for assistance.  You will be taken to the 
next screen which will prompt you to enter in additional searchable 
information as illustrated in Step Action 5a below. 
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5a STEP 2 OF 2: Enter your e-mail address to access your account. 

 
  

a. If you have an active account with USAJOBS the system will search for 
your account by e-mail address.  If the system successfully identifies your 
account based on the e-mail you entered on the previous screen a 
message will appear prompting you to enter additional information as 
illustrated below.   

b. If the system does not successfully identify your account an error message 
will appear in red prompting you to enter in additional searchable 
information to continue. 
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5b STEP 2 OF 2: You will be taken to the Create New Career Center 
Account screen illustrated below. 

 
 
 

  
a. Enter your account information. 
b. The red asterisk identifies the required fields. 
 



 

 7

  
 
c. Your password length must between 4 and 20 characters. 
d. Select a password that will be easy for you to remember. 
e. In the Veteran’s Preference field, indicate if you claim veteran’s preference. 
f. Click the “submit” link when finshed to proceed with registration. 
 

Congratulations you have successfully registered for USAJOBS – 
Recruitment One-Stop! 
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How to Create a Resume 
 
STEP ACTION 
1 
 
 

After you have successfully registered into the system, you can begin creating a 
resume and searching jobs.   
 
As illustrated in the screen shot below, click on the Create a New Resume link 
below to create are resume.  My Resumes link will take you to resumes you have on 
file. 
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2 You can begin building your resume as illustrated in the screen shot below under 
STEP 1: Getting Started in the Resume Builder. 
 

a. Read the complete section. 
b. Complete all required fields. 
c. Your personal information (e.g. name, address) will be pre-populated. 
d. Be sure to mark resume Non-Confidential so that perspective employers can 

view your employment information. 
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3 a. Complete all required fields. 
b. Click next to go to STEP 2: Experience. 
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4 STEP 2: Experience: illustrated in the screen shot below. 
a. Your current employer information and duties can be added in this section. 
b. If you do not click the add work experience button your information will be delete. 
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5 STEP 3: Related Information: illustrated in the screen shot below. 
a. In this section you will be able to add other relevant skills. 
b. Complete all required fields. 

 
 
 
 
 
 



 

 15

 

 
 
 
 
 
 
 



 

 16

6 STEP 4: Finishing Up: illustrated in the screen shot below. 
c. In this section you will be able to complete a spell check. 
d. Remember to activate the resume if you want potential employers to begin 

viewing your resume.   
e. You can also save the resume for later. 

 
Congratulations you have successfully completed a resume! 
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How to Create a Job Agent 
 
STEP ACTION 
1 STEP 1 OF 4: You will be taken to the Create a Job Search Agent screen 

illustrated below. 

  
This tool allows you to program agencies and locations that you would like to receive 
job information from. 
 

a. You can select how often you would like to receive information. 
b. You can add multiple search agents. 
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2  
STEP 2 OF 4: Creating a Job Search Agent. 
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3 STEP 3 OF 4: Applicant Eligibility. 
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4 STEP 4 OF 4: Congratulations you have created a job search agent! 
 

 


